APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAG EME NT DIVISION

-y RGP S W R 2 e T e, el

INSTFIUCTIONS See Pubhcatlon No. 76—RM~-1 for instructions on completing this form. Forward signed originat to
Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgna 30334
‘ Attention: Scheduhng Section. p

P < AT g gy " £ T e ar ek
o

| .__FORAGENCYUSE __ [1. Agency Address FOR RECORDS MANAGEMENT USE

i

;ADDHCB‘IIOH Date. . Georgla Por‘rs AuThornTy Appliabation Number 78 2‘.’ I A

_W¥71[?§i§zﬁq_1m;ﬁ_n_q Risk Management Department . - '

* application Numbar Post Office Box 2406 : ' ! bta Recsived  Date Completed

5o | Sevamah, Georgia 31402 | AN 26 w8 | Fen 6 1oe7 |

2. Pofson to Comact - Working Tltle : ‘ 7‘feTe—s:ﬁ'6na Number
Chad Grizzle __ .Manager Enforcement/Safety (912) 964~ 3908

h

3 Actton Requested
8. O Estaonusn Retention Schedule; record will continue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated.
_¢. % Amend Application No. .. 78-241-A _ Check One: ¥ Change; [ Supercede; [J_Void _

"4, D=tes of Series ' 5. Racf’. ds Series Title {followad by title used in office; if different]
Eariiest Latest .

i 1975 | Current | Closed and lnactive C laims . e
& Dmsu:n and Office Funcnon What is the function of the Division and the Office in which this record series is created?

Responsible for evaluating recommendations and approvung appropriate Insurance coverage;
reporting settlements of claims by and against GPA to Director of Administration; approves
recommendations for solutions regarding liability and payment. Ensures adherence to

Safety & Loss Control; supervises Port Police Department, supervises and maintains accident
record systems; prepares and submits fo management and supervisors regular monthly reports
on status of safety. Acts in advisory capacity on matters of Safety and Loss Control for
division and departmental guidance of management, supervisors and personnel.

A U U i mme— e e e e e
7. Record Serles Descnpuon Thns file contams the followmg documents {include farm numbers and titles, if any}
Attach samples of the file.
Documents relating to: Damages to property, cargo and personal injuries.
Included are: Closed claim files, inactive security reports.
File is arranged: Numerically by claim number
| 8. Monthly Referenca Rate  How often are records referred to which are: I T —
One to six months old _Daily__: Seven to twelve months oid __Daily ; Thirteen to twenty-four months old 2

twenty-five months and older_as._ needex

R

e e — = e — T - — =i

9. Annual Rate of Accumulation of Rerords '
Letter-size drawers -..; Legal-size drawers e—;Shelves ________ _;Other (specify) __4 boxes S

AA—50-71: Rev.76 B ) - " (Ovar)
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| YES | Vh-tuo,f ['_1__0. _Questionnaire jPIam__q:__ 7 37 in the proper eolumn) e
N . Is this the official copy of the series?
_tnot. whereisit? . . e ey :
b¢ Does the series oonta:nfconfidential mformatton requuring secuntv handllng? If yes, cite law or regglathn . "
x| _c. Is this a vital record? T T R
e N -fomﬁf,- et n a4 i R = s mesan e —-
X 1 _.d. Does this series have historical or long term research value? B L
2. When one or two documnents in the file make it necessary to keep the entnra fule for 3 Iong penod could these
% 1 documents be scheduled separatelv? . o e
L 1 x -] _£. 15 the information. contained in this series es ever published?_ if ves. attach £ony,. e ]
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X1 _If ves attach cooy._ . R e i -
. h Is thera a dupllcatlm of ﬂns series in your offuce orin another office or agency?
S _If ves, where? __ . e ]
, | x L _ls this series. fcr a maior port:on ofﬂJ reqularlv m:cmfﬂmed? S
| x I. Does the record series result in a comouter printout? . —_ e — -
11, Retention Requirements f The foltowing requires the series to be kept
a. State Law —_— e . Yeais. d. Audit period — years.
b. Statute of limitatign . .. . _years. e, Administrative need 12 years,
e. Federallaw T T T Tyesws. 0 K Federal ratention instructions .~ ... “years.
Attach capy or excerpt of laws or regulations. Explain administrative need.
Under advice of Port lawyer, should retain these files for period of 12 years.
| 12. AD&S\E Elrsgo_sﬁu;; l;tz;u_gho;s“ ' ;I'Hss agég& recoh%&gsﬁat the file series be cut oﬂ?t?e?n—c; of ;;Eh——'ﬂﬁ T
O Calendar Year; K] Fiscal year; D Other . . . __ then,
@ Hold in the current filesarea _.._.. __month(s) —__ .1 __ _vyear(s); then
{8 Transfer tc local holding area, hold ___ 11 _year(s); then
O Transfer to State Records Center; hold — — . _year(s}; then
& Destroy,
O Transfer to State Archives for permanent retention,
O Other (Snecify}
\‘J -.--. - !
These instructions apply to all prior and future accumulations of the series.
____ge]my HéaQ@estg:ﬂe (Srgnature) ,. _ Da-t;-jj Reoords Management— Of}l_cﬂe"r (S:gnature) R Pate
l/ab" VA A VY )
_ o _ State Records Commatteo {Signature) Date
Recommendations in para- . o R s
graph 12 are approved, _ State Auditor/Designee
(If disspproved, attach letter - T
of explanation.) Sacretary of Stg;e[l?g_slgpee { 2| WAL
Attorney General/Designee
el - T TR T T T s - ) B
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APPLICATION FOR RECORDS RETENTION SCHEDULE DEP:;?ngfl;gi ?&%:lzpég:g;‘ngSRYf

_ RECORDS MANAGEMENT DIVISION
tNSTRUCT 1ONS: See Publicatign No. 78~RM-1 for instructions on completing this form. Forward signed originai to
! Oepartment of Archives and Hi ory, Records Management Division, 330 Capitol Avenue, Attanta, Qeorgna, 30334,

Attention: Scheduling Section. . n 1

E

{ FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
" Apphication Date Georgla Ports Authorlty C Application Numbar
5-10-79 Finance Division ; ’ -
!A T T . Post Office Box 2406 - .7;%“ 2 L;‘ ‘; 8
, “ophcatan Nu Savannah, Georgia 31402 y te Receiv ats Complated
i 66 T 9 | LAY g MAY 301379
. 2. Pgrson to Contact ' ' Working Title _ Telephone Number
{ Robert W. Smithers Insurance Manager : 964-1721, # 296
;3. Action Requestad ’ = '
,i a. J Estaoush Retention Schedule; racord will continue to accumulate.
i 8. 3 Dispose of presant accumulatioh; no further accumulation anticipated. |
it 3 Amand Aoplication Nq_.l&_ZM Check One: K Change: {1 Supercede; O Void
+ 3, Datas of Seriss 5. Records Series Title (followed by tte used in office; if d.-fferant}
t Zarliast Latast
1961 L To Date Closed and Inactive Claims .
i %. Cirswn and GHice Function What is the function of the Division and the Office in which this recard series is created?

3 The Director of Finance is responsible for the accounts of the Authority and establishes and
: malntains accounting methods and procedures for the Authority. He approves alt expenses for
the Directors' meetings; s responsible for the auditing and accounting provisions of atl

contracts, leases and agreements of the Authority; provides protection of the assets with !
adequate internal control procedures and assures proper insurance coverages for the Authority's |
properties; and coordinates the preparation of the annual budget with the various divisions, !
| i Under his supervision, monthly financial statements are published and related financial and |
i cost data reports are prepared and distributed. The purchasnng function Is also a part of .

his responsibility as well as the maintenance of all contracts, leases and agreements of the
Authority,

7. Regord Series Description This file contains the fol!owmg documaents (mclude form numbers and titles, if any): \
’ Attach samples of the file. '

Documents relating to: Damvages‘ to praperty, cargo shipping errors, bod ity | nJur’i‘es‘

. - ' e - .

included are: Closed claim files, ina;:ﬂve securtty reports,

File is arrangad: .
nge Numerical Iy by claim number,

8. Monthily Referencs Rate How often are recaords referred to which are:
One to six months old 200 ____ : Seven to twelve months old —200__; Thirteen to twenty-four menths old I
twenty-five rrnonths and older ?
9. Annual Rate of Accumulation of Rerords 1 o _
; Other (specify)

Lerter-size drawers ; Lagal-size drawers ; Shelves

S

AR~50~71; Raev, 78 . {Over)
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% 3. ls thls the official copy of the series? « =" " e )
If ngt, whera is it? -
N b. Does the series contain confidential information requiring sacurity handling? If yes, cite law or regulation. |
X | & Is this a vital record? _f R T
X | d. Does this series have historical or long term research value? 3 )
e, When one or two documents in the file make it necessary to keep the entire file er a Iong penod could these
X dacuments be scheduled separately?
‘ ol BT tlwwwmw
x| 9 ;s the :nformanon eontamed in this saries ever analvzed and/or recorded in a surnmanzed report?
: f ves, attach coov, - e "
; « h. Is there a duplication of this series in your office, or in another office or agencv? ,
:: if ves, where? John Donaldson's Office. Only claims [nvolving pr‘opem‘y & cargo damages. .
: X1 i Is thuﬂui.ﬁmaﬂmammmummm_mmumd? —
: X 1 i Does the record series resuit in a computer printout?
| 11. Retention Requiremants The following requires the series to be kept:
i  a. State Law —ab 4  years. d. Audit period years,
: 5, Sratute of limitation — Y@ErS, . e. Administrative need vears
t. Faderal law years. . Federal retention instructions years.
Attach copy or excerpt of laws or regulations. Explain administrative need. '
12. Aporaved Disposition Instructions  This agency recommends et the file series be cut ot at the end of esch: - -
o .. Q Caiendar Year; D thi Year; 3 Other e e — . _tn'e’h
] 'Hold in the current files area month(s) . ‘rear{s); then ) ]

PR SNSRI S

® Transfer to local holding area, hold __.9...__._vear(s§ then

O Transtar to State Records Canter; hold yearls) then =
B9 Qestroy, : S S
i Transfer to State Archives for permanent retention
O Other [Specify)

When claim is closed or inactive rémove from active file and place in inactive file;
cut off inactive file at end of each fiscal year; then transfer to local holding

area, hold 4 years; then destroy.

* This schedule is exclusive of any claims falling under AdmiralTy Law. Admiralty Law would

require a claim to be held for a period if eight to ten years.

Thess instructions apply to alf prior and future accumutations of the series.

i
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_Agency Head/Designee (Signature) Date Records Management Officer LSjgnpmﬁ Cata
s 5 /Z e MM{/@AQ /ﬂ 57075
: ~ g -
State Records a8 (Signaturel Date
Recommendations in para- e J ]
graph 12 are approved. _ State Auditor/Designes < L—"ﬂﬁ——/\ 5—- 247 _j_
{If disapproved, attach letter 1.;“' v -
of explanation.) Secre ate/Designee Y -2Kk-72

Attcmev Cena"aHDeﬂaneﬂ

— . - —————— . - e m




APPLICATION FOR RECORDS RETENTION SCHEDULE pOFTICE OF THE SECRETARY OF STATE

o ‘ RECORDS MANAGEMENT DIVISION J

D IN’STRUCTIONS See Publlcatlon No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgla 30334,
Attention: Scheduling Section. :

[ FOR AGENCY USE 1. Agency Address T FOR RECORDS MANAGEMENT USE
Appiication Date 4 . Geo rg~| a Ports Authori ty ' Application Number
: 9-13-78 Finance Division TR~ 24|
ApﬂiicatiogsNumber_" ggs Em(g;] cg CB)OX1 2403140 » Date Received Date Completed
: v eor -
! | I ] 0CT -31978 o1 23 1a78
2. Person to Contact Workmg T'tle Telephone Number
Robert W. Sm1thers Insurance Manager 964- 1721 296

3. Action ‘Requested .
a. XJ Estapusn Retention Schedule; fecord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

| c. O Amend Application No. : _Check One: [ Change; O Supercede; O Vaid B
4, Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest

1961 [ To Date Closed and Inactiye Claims ' -

L

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
The Director of Finance is responsible for the accounts of the Authority and establishes
and maintains accounting methods and procedures for the Authority. He approves all expenses
for the Directors' meetings; is responsible for the auditing and accounting provisions of
all contracts, leases and agreements of the Authority; provides protection of the assets
with adequate internal control procedures and assures proper insurance coverages for the
Authority's properties; and coordinates the preparation of the annual budget with the
various divisions. Under his supervision, monthly financial statements are published
and related financial and cost data reports are prepared and distributed. The purchasing
function is also a part of his responsibility as well as the maintenance of all contracts,
Teases and agreements of the Authority.

il
1

p——e -

7. Racord Series Description | Th|s file contains the followmg documents finclude form numbers and titles, if any):
- e Attach samples of the file,
Documents relating to: Damages to property, cargo sh1pp1ng erros, bodily injuries.
Included are: - Closed claim files, inactive security reports.
File is arranged: Numerically
8. Monthiy Refarence Rate 20 How often are records referred to V\éh(;:(;)h are: 5
One to six months old 0 Seven 0 twelve months oid ,.,_,_4,_;..; Thirteen to twenty-four monthsold > . ___;
— e ty

twenty-f.ve monthsandolder___ ~_

9. Annual Rate of Accumulation of Rerords .
- Letter-sizedrawers —. .. ; legalsizedrawers 1 ;Shelves__________:Other {specify)

AR-80-71; fav, 76 {Over)




! f_‘f__EJS_ 'NO | 1@,_ Questionnaire {Piagé an X" in the prbpeg:column) - L
' a. Is this the official copy of the series? o 7 :
X If not, where is it? : _ N

b, Does the series contain cpnfidential information requiring security handling? If yes, cite law or regulation. ; < -

X | c. Is this a vital record? : / . _ , g T ]
X | _d. Does this series have historical or long term research value? . [ '

e. When one or two documents in the file make it necessary to keep the entire file for a |ong period, could these
_ documents be scheduied separately? .

I G Me Lﬁmmmmmmmmmmeduﬁwch copY,

g. s the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy. _

h, Is there a duplication of this series in your office, or in another offuce or agency?

X | _If ves, where? John Donaldson's Office. Only claims involving property & cargo damages.|

A
TR T LT T T AR TS TR v M Sk % T e -.:mvz-.::i.i:.-.g_f..x‘r._q‘j

X_ L _I_lsthis series for @ major portion of it} regularly microfilmed?
- X_1_i..Does the record series result in a computer printout?
11. Retention Requirements  The following requires the series to be kept:

b ‘
a. State Law 4 years. . d. Audit period : yesrs,

b. Statute of limitation years. - e. Administrative need : years.
¢. Federal law , _years,  f. Federal retention instructions years.

]

1] '

Attach copy or excerpt of laws or regulations. Explain administrative need.

———— e ———

12, Aooraved Dlsposatlon Instructions This agency recommends that the file series be cut oﬁ at thb end of each
EI Calendar Year; O Fiscal vear; & Other ' _ then,

@ Hold in the current filesarea —________month{s) _ 2 _\ vear{s); then
@ Transfer to local holding area, hold ———_2____year(s); then

1 Transfer to State Records Center; hold .. year(s}); then

& Destroy.

0 Transfer to State Archives for permanent retention.

O Other (Specify) :

JP U U P P S P

These instructions apply to all prior and future accumulations of the series.

| Agéncy HeadIDesxgnea (Signature) Date | Records Manag___ent Officer (Signaturel 7 /= " Date

RIPZ4 Ot Barspoti -] | 92720

/ ]
State Records Cgrmrtt {Signature) Date

Recommendations in para- ' = \

graph 12 are approved. State Auditor/Designee W % I\Q !

(If disapproved, attach letter _
i of explanation.) Secretaly e/Designee 10 - l 3 -78

Attorney General/Designee %M (M /ﬂ Lf/ ! g:,

AR-50—71; Rev.76 (Revafse Side)
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